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OFFICE ASSISTANT (TYPING)

*HALF-TIME*
$954.00 - $1,232.00
CRIMINAL INVESTIGATIONS BRANCH - FRAUD DIVISION
Orange Regional Office

RESPONSIBILITIES:

Under the supervision of a Supervising Fraud Investigator |1 or Desgnee and under the direction of alead person,
this Office Assgtant (Typing) will be assigned to the Orange Regiond Office of the Fraud Divison. This postion is
agreat opportunity for a sdf-garter who is interested in working a flexible part time schedule up to 20 hours per
week.

The incumbent’ s duties indude typing memorandums, reports, and other written documents; screening telephone cdls
and correspondence; arranging meetings and taking notes, and establishing and maintaining confidentid and
adminigrative files and attendance records.

DESIRED QUALIFICATIONS:
Excdlent public relation skills and telephone techniques,
Good typing, transcription and computer skills,
Familiarity with Microsoft Word, Excd, and Access gpplications,
Willingness to exercise a high degree of initiative and independence in performing assigned tasks,
Ability to participate and contribute as a team member

WHO MAY APPLY:

Applications will be acoepted from current State employees at the Office Assstant (Typing) leve, those within transfer
range, or individuds who have lig digibility. Training and Development Assgnments may be congdered. Al
gpplications will be reviewed; however, only the most qudified candidates will be interviewed. Applicants currently
on SROA ligts or employed by a surplus department are encouraged to apply. List Eligible gpplicants MUST present
atyping certification for 40 words per minute. All applicants must clearly indicate the basis of their eligibility
(i.e. SROA, surplus, reemployment, reinstatement, transfer, training and development, or list eligibility)
on the state application.

APPLICATION PROCEDURE:

Send a completed standard State of Caifornia application to Christen Ko, Department of Insurance, 300 Capitol
Mall, 13th Floor, Sacramento, CA 95814. Pleaseindicate” Orange — Office Assistant (T) #786-1379-001"
on the State application. For additiond information, please call (916) 492-3411.

FINAL FILING DATE: April 2, 2001 or Until Filled

NOTE: Interested individuals, including list eigibles, must submit applications in order to be
considered for thispostion.

DO NOT SUBMIT APPLICATIONSTO THE STATE PERSONNEL BOARD
tc 3/22/2001
AN EMPLOYER OFFERING EQUAL EMPLOYMENT OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN
ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.




